PARIS
o

Didja Know? 3

* | called Carlson Wagonlit Travel to book
my flight.

* How does the ticket information get in
DTS?

* Follow these Instructions and you can
solve the "mystery”.



You can begin creating your Authorization before you call
1.866.832.8692 to book your flight with Carlson.

Just don’t “Sign” it until you have added your flight information in
DTS.
Here are the print shots that can help you make it happen.

AND after your Authorization has been approved, you will need to fax
it to Carlson. 1.866.786.9828.



osoft Internet Explorer

<A Defense Travel System - Welcome to DTS -

File Edit “View Favorites Tools Help g
Logged In Az: Document Mame: DCROSILY 2 o 1409 _A01 screen (D 1084.3 Close Window
Traveler Mame: Document Type:  Authori Help for this screen
% D-EfEI'ISE Travel S}FSt-El'I'I Itinerary Travel Expenses Accounting Additional Options g0ty
A New Era of Government Travel

RETURN TO LIST AW Other Auths.  Pre-Audit Digital Signature

Print Document

Fewiew the details for this trip belo Once yOU have Created your
paomanaates st aturzment o A ythorization, Click on the “Travel”
icon as shown above.

Reference Information

Reference:

Document Comments

Comments to the Approving Official: Mone

Comments from the Travel Agent: Air Comments: CTO BOOKED-PLS REWIEWY SEGMEMT DATES AND TIMES

The uze of a Government-Contracted Commercial Travel Office (CTO) to arrange official travel iz mandatary, |f the contracted CTO is not
uzed to make official travel arrangements, the traveler must provide a statement in detail az to exactly why the CTO is not available or
otherwize not being uzed.

Other Trip Information

Trip Twpe: Ha-ROUTIRE TOY S TAD

Terirm D irm == TOMKIREIIEL A TTERIGARITE



'y Start

Defense Travel System

Welcome to the DTS re-designed
reservation system.

Watch the scrolling candy cane...
you are getting sleepy...sleepy....sleeee
127777277




A Defense Travel System - Welcome to DTS - Microsoft Internet Explorer

File Edit “iew Favorites Tools

Help |_|

Logged Inas:  DOROTHY G CLARK Document Mame: DCROSSLYWADS 1409 _401 soreen Dy 1200 Q Cloze Windaw
Traveler Mame: DOROTHY G CLARK Document Type:  Authorization

’% Defense Travel System

A New Era of Government Travel

RI’:TLIRH TO LIST

Final Trip Itinerary

Help for this screen

0O
~
Itinerar‘Mxpensez Accounting tions  Review/Sign

&ir  Rail  RentalCar  Lodging  Other Transportation M

Now click on the

Trawel £ TD Information:

Trip Type: Aa-ROUTIME TOY A Th
Trip Purpose: TRAIMIMNG ATTEMDARN
Trip Description:  TECH TMG 845-6292

Air:

Midwest - Flight: 2099
01:35 PM MCI-Kansas City, MO
(USA) Clnt', Apt)

04:55 PM DiCA-Washington, DC
(US4 ) (Mational dpt)

DTS Detailed Travel Rinerary for DOROTHY G

Other Transportation icon

D

Fary

CE
Pad TRAIMIMG PRR Locatar: JHERSM

Location - 1 ROSSLYN, VA Time Zone: EST (0&)

Leawve From: RES: TOPEKA RS

BErive: 14-Jun-09

Leawe: 17-Jun-09
14-Jun-09

Depart: Hon-Stop Flight Seat: Air Confirmation: DCYX*BFBTXK
Sun 14-Jun-09 178 Frequent Flyer:
Arrive: Special Requests:

Sun 14-Jun-09
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'ﬁl Defense Travel System It1nerarMpen5es Accounting Additional Options  Review/Sign

A New Era of Government Travel

Adr Lodging Rental Car i Other Trans.

Uze this screen to enter Other Ticketed Transportation infarmation,

Dol mandates split dizburzement for tranzportation, lodging and rental o

expenses, Click here for memorandum Check out the drop dOWn menu

ADD Ticket Information

#1 If you do NOT have a GVT travel card,
Enter or select the required data. Se|eCt Comm A”. (Central BI”)

Pleasze Mote: & Red $tar (* ) indicates a field iz required,

If you have a GVT travel card, select

* Type: -- Select -- -
o Comm Air (Indiv Bill)
Description: Comm &ir (Central Bil)
. #2 Coamm Air [Indiv Bill)
Comm Bus E E
Comm Rl (Central Bil] #3 While you are at it, update the CTO
* Ticket Value: : R .
Comm Rail {(Indiw Bill) ( )
Cost: CTO Fee (Central Bill) #3 Fee XXX B I I I Ed
(IF different from CTO Fee (Indiv Bill)
. Government Bus
ticket walue)
Government Plane
* Departure Date Gowvernment Yeszel
(mim A e 1) Frepaid Bus
|zzue Date grepen:;l E:_TE
mm fdd # ; repac Al
l: ] Frepaid Vezzel
* Ticket Date Ship Fare {Indiv Bill)
(mmSdd Sy ) ]

/4 Start




Back - \_/J \ﬂ @ :] K_J Search kf#\ ' Fawarites ﬁ‘} <7 :; .ﬂ - _J ﬁ ﬁ

ﬁ Defense Travel System It1nerarMpenses Accounting Additional Options  Review/Sign

A New Era of Government Travel

RI’:TLIRH TO LIST Aidr Lodging Rental Car Lai Other Trans.

Use this screen to enter Other Ticketed Transportation information. Overall $tarting Point

Dol mandates split dizburzement for tranzportation, lodging and rental car
expenszes, Click here for memorandum

ADD Ticket Information Now add the amount of that ticket

Enter or select the required data. .
Ca-ching!

Pleasze Mote: & Red $tar (* ) indicates a field iz required,

* Type: | -- Select -- V|
* Description: | | -

Arrive: 13-May-09
* Ticket No: (See Attached Ticket 1 |

*+

Ticket Value: 0.00 Add $
[If different from

ticket walue)

Departure Date 051342009
[mimfdd Fyie )
|zzue Date I:I
[mimfdd Fyie )
Ticket Date 05/08/2009
[mimfdd Fyie )

*

*




Mission accomplished on adding in the
price of your ticket.



* Now you need to finish up your
Authorization.

e ltain’'t over till it's SIGNED.



A Defense Travel System - Welcome to DTS - Microsoft Internet Explorer
File Edit “iew Favarites Tools Help

Logeed In az: Document bame: LEKSETISALIMADS 1409401 screen D 10691 Close Windo
Traveler Mame: Document Type:  Authorization Help for this screen
m Defense Travel System Itinerary Travel Expenses Accounting Additional Options
A New Era of Government Travel

RI’:TLIRH TO LIST

Preview Other Auths. Pre-Audit Digital S1gnatun§

Click below to stamp and submit this trip autharization for routing and approwal, By submitting wou are legally zigning thiz document,

Document Action

A

* submit this .
document az: CI |C k

Routing List: | HRO TECH TRWL v|
Additional The estimated
Femarkz: tranzpartation related

expenzes and actual
reimburzement may be
reduced if trawel is
completed using a different
tranzpartation mode than
authorized by your &0,

Submit Completed Document

Pending Routing Actions

Amaiting Status Change To By Lewel

Document History

Status [ate Time Mame Femarks



You can breathe a sigh of relief that this
Authorization has moved out of your area and
down the DTS Super-Highway.

Now start packing your bags!



